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Assumptions and Prerequisites

FOR INSTRUCTORS.
PREREQUISITES:

NACO training and experience

Experience in training cataloging staff

Familiarity with the Program for Cooperative Cataloging and an institutional commitment
to the program

Personal commitment to participation in the training process

Personal commitment to the core record concept
Institutional commitment to participation in the training process

PROGRAM FOR COOPERATIVE CATALOGING TRAINING PHILOSOPHY

* Training should be defined in terms of principles; practice should be defined in terms of the intelligent use
of nationally accepted standards and tools.

* Emphasis must be placed on developing judgment and decision-making skills

* Quality cataloging must be redefined in terms of timeliness and usability both to other catalogers and end
users

* Catalog librarian training, revision and management should foster and encourage the goals of the Program
INSTRUCTOR PREPARATION TASKS:

Instructors will not only impart the training content, including that of Program ‘values’ and cataloging
judgment, to participants in PCC BIBCO training sessions, but must also learn about and evaluate the
cataloging activities and results of the institutions whose staff they will train. This is so they can focus the
training on the needs of the institution?s staff, rather than simply giving a ‘canned’ presentation.

Instructors will need to work with staffs of institutions to be trained to complete the survey instruments
which will give them information they need in order to focus the session in this way. This must be done far
enough ahead of time that the instructor has a chance to absorb the information and plan and, if necessary,
modify the training session to suit.

The training is modular, and designed so that sections may be included or excluded as the instructor
perceives the needs of the institution(s) to be trained.
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SYLLABUS:

Introduction
Instructor
Participants
Session
Materials
Agenda
Housekeeping

1. PCC history and overview

2. The Standard: concept of ‘core record’ as a ‘dynamic record? and ‘quality record?
A. What elements are expected to be in a record
B. Quality record as dependably usable record (flexible and dynamic) as opposed to ‘right’

3. Basic cataloging principles
A. End user needs
B. Cataloger needs
C. Values (Competencies)

4. Retrieval issues
A. OPAC searching implications
B. Cataloging decisions and their implications
costs per record
cataloger output
usability of records by library users and other libraries

5. Description and access

Emphasis on principles and effective decision making for PCC work starting from various levels of
fullness of cataloging records

6. Series
PCC core and full tracing decisions

7. Subject analysis and Classification
A. Subject analysis for core records
B. SACO procedures for submitting changes/additions to subject headings and classification

PCC/BIBCO
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PCC pre-training survey instrument

Trainers of the PCC BIBCO program will need to fill out a survey form for each institution’s major
cataloging units before beginning the training session. In order to fill it out, the trainer will either need to
visit the institution or will need to locate the staff member in charge of the cataloging unit(s) at the
institution and ask to have the forms filled out in detail.

The purpose of the survey is to be sure the trainer knows enough about the cataloging effort at the
institution to be able to tailor the session to the institution’s needs. The trainer will need to have the forms
returned in time for adequate analysis and adjustment of the workshop to meet institutional needs. If, for
instance, the institution is already routinely and correctly following LC practice in a particular area, the
trainer may feel able to spend less time time reviewing that area than otherwise.

The intent is to have a set of forms filled out for each of the major/different cataloging units in each
institution. How many sets is determined by answering the question, can the work of the unit in question be
comprehensively represented by a single set of forms? or do separate/multiple practices for different
materials as reflected on these sheets require several sets of sheets to represent the work comprehensively?

Note especially the relationship between the level of original cataloging the institution creates vs. the level
of cataloging copy that is accepted if found for the same materials.

PCC/BIBCO
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PROGRAM FOR COOPERATIVE CATALOGING
PRELIMINARY BIBCO SURVEY

INSTITUTION:

CATALOGING UNIT:

AUL/HEAD OF TECHNICAL SERVICES:

HEAD OF CATALOGING:

NAME OF RESPONDENT:
PHONE: FAX: E-MAIL:
I. ADMINISTRATION
1. How many catalogers in the cataloging unit?
2. Will all catalogers participate in PCC cataloging activities?
3. What is the structure/hierarchy/organization of the cataloging unit? Attach additional pages if necessary
[use organization chart or other visual representation]
4. Who has overall responsibility for coordinating PCC activities including setting institutional priorities
and policies?
II CATALOGING / CLASSIFICATION / SUBJECT USAGE:
1. What cataloging manuals are followed by the cataloging unit?
AACR2R

AACR2R with LCRIs
AACR2R-based manuals (040 $e) (which?)

2. What classification scheme(s) are assigned by the cataloging unit?
LCC

DDC (edition/version?)
NLM

Other (which?)

3. What subject schemes are assigned by the cataloging unit?
LCSH
MeSH
Other (which?)

PCC/BIBCO
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III. COPY CATALOGING PRACTICES:
1. a. For which materials is full-level cataloging (from copy) required?

b. What percent (or volume) of copy cataloging does this represent?

2. a. For which materials is less-than-full but more-than-minimal cataloging used? (which encoding levels

or other types of less than full cataloging designation are used for each?)
b. What percent (or volume) of copy cataloging does this represent?

3. a. For which materials is minimal level copy cataloging used?

b. What percent (or volume) of copy cataloging does this represent?

4. Which sources does the cataloging unit search for cataloging copy?

LC database (loaded tapes or Z39.50)

Utility database(s) (which?)

Other online sources (which?)

Offline automated sources (e.g., CD ROM) (which?)

Printed / microfilm/fiche sources (which?)

Other (which?)

5. Which record levels (cataloging fullness) are accepted, and to what extent? In what order?

Desc. Names Subject Series Class# Other

LC full (encoding level blank)

LC copy input by another library

LC CIP / upgraded by others

utility / member / full

LC less than full

LC CIP / not upgraded

utility / member / less than full

other (which?)

Desc = title transcription through physical description areas
Names = choice and form of main entry, added entries
Subject = choice and form of subject terms

Series = transcription and choice and form of series tracing

PCC/BIBCO
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IV. COPY CATALOGING RECORD MATCH SPECIFICS:
To be considered a match, the following record elements and the work in hand must match:

Fixed Field elements:

_ Type:

Bibliographic Level
Level of Control
Encoding Level

Form of Reproduction
Source

Language

Country of Publication
Descriptive Cataloging Code
Date Type / Dates

Variable Field elements:

Title proper (245 $a)
Edition statement (250 $a)
Publisher (260 $b)
Imprint date (260 $c)
Extent of item (300 $a)
Reproduction note (5xx)

Detail: for each of the above record levels (cataloging fullness) used by the cataloging unit, complete the

chart on the next page. Make as many copies as you need.

PCC/BIBCO
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V. COPY CATALOGING RECORD LEVEL USE CHART

Record level and source:

INSTITUTION:

Accept Complete Verify

fixed field complete
fixed field partial
standard numbers
choice of main entry
form of main entry
choice of uniform title
(if applicable)
form of uniform title
(if applicable)
title/statement of
responsibility
Area 3, if applicable
edition statement
place/publisher/date
physical description
series transcription/tracing

Re-establish

T

notes

subject terms/classification
choice of added entries
form of added entries

T

Accept = Normally use what is there, as is, without addition or verification
Complete = Accept what is there as correct but partial and add information so it is complete

Verify = Check to see that what is already in record is correct, and change if necessary

Re-Establish = Do not accept what is in record. Create from scratch without regard to what was in

record.

Area 3 = Material or type of publication specific area (serials, scores and computer files)

PCC/BIBCO
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VI. CATALOGING ENRICHMENT PROGRAMS:

1. In which national cataloging programs does the cataloging unit participate?
CONSER

NCCP (which materials?)
NACO

OCLC Enhance (which types of materials?)
other (which?)

2. Which additional upgrade/enrichment cataloging activities are routinely performed whenever
applicable?

CIP upgrade

Add NLM, DDC, etc. class numbers to records (which?)
Add MeSH, etc. subject terms to records (which?)
Add form/genre terms

Add fiction subject terms

Subject area record enrichment (which subject areas?)
other (which?)

VII. ORIGINAL CATALOGING:
1. a. For which (subject, type of material, physical form, etc.) materials does the cataloging unit provide full
original cataloging when cataloging copy is not available?

b. What percentage (or volume) of total original cataloging does this represent?

2. a. For which materials does the cataloging unit provide less-than-full but greater than minimal
cataloging? Does this cataloging meet any external standard (e.g., utility membership cataloging levels)?

b. What percentage (or volume) of total original cataloging does each represent?

3. a. For which areas does the cataloging unit provide only minimal-level cataloging? Does the minimal-
level cataloging conform to an external standard (e.g., utility membership minimal cataloging)?

b. What percentage (or volume) of total original cataloging does each represent?

4. What criteria is used for original and minimal level cataloging?

5. Is original cataloging performed at time of receipt or after a specified re-search interval?

6. Number of titles receiving original cataloging annually?

PCC/BIBCO
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VIII. WORKFLOW
1. What is the typical cataloging workflow for items cataloged in this unit?

[use flow chart, diagram, boxes and arrows, etc. to indicate visually as you follow an item from receipt in
unit to final stage of cataloging the unit does]

PCC/BIBCO
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IX. UNIT COORDINATION ACTIVITIES

How does the cataloging unit define, maintain, and adhere to its internal standards? How do staff identify
and present cataloging problems/decisions for discussion and adoption?

1. Regular meetings (frequency:)
2. Internal documentation / updates
3. Other (specify):

What is the institutional policy on the creation and use of PCC core records?

1) Will library accept core records for all classes of materials?

2) Will all new original cataloging be done to the core standard?

3) Will the Library contribute some Program records at a standard for ‘full’?

4. If so, who will make the decision on core vs. full?

5. What will the criteria be for the decision on fullness?

6. What percentage of the Library’s original cataloging will be PCC ‘program records’?

<INSERT BIBLIOGRAPHIC UTILITY PROFILE HERE>

PCC/BIBCO
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PROGRAM FOR COOPERATIVE CATALOGING
PRE-TRAINING CATALOGER SURVEY

INSTITUTION:

CATALOGING UNIT:

NAME:

RESPONSIBILITY/ASSIGNMENT:

DESCRIBE YOUR CATALOGING BACKGROUND:

DESCRIBE OTHER RELEVANT BACKGROUND:

SUMMARIZE YOUR FAMILIARITY WITH THE PROGRAM FOR COOPERATIVE CATALOGING:

SUMMARIZE YOUR FAMILIARITY WITH THE PCC BIBCO PROGRAM:

WHAT ARE YOUR EXPECTATIONS OF THE BIBCO PROGRAM TRAINING?

Return directly to BIBCO trainer either by fax or email

PCC/BIBCO
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Preparing for BIBCO Training

This document is designed to assist BIBCO trainers with the organization and preparation for a BIBCO
training session. It offers some background information as well as a checklist of things to do before and
after training. It reflects the experience of some recent BIBCO trainers.

Key roles:

Trainer — The person who delivers BIBCO training to the library and who usually reviews the library’s
records during the review period.

Liaison — The person at the library who serves as the contact person for the training preparation and the
follow-up review. Often the liaison is a department head or leader in the cataloging unit and someone who
plays a key role in preparing for the BIBCO training session and implementing BIBCO at the library.

LC Liaison — The member of the Library of Congress Cooperative Cataloging staff who assigns the trainer
to the library, assists with supplying training documentation to the library, and serves as the contact person
for some administrative aspects of the training.

Background Information

Unlike many other types of training, BIBCO training consists of a number of “soft issues” (such as
discussions of today’s cataloging culture) as well as more concrete topics, such as reviewing the core
standard. The training should be tailored to the specific institution being trained and should attempt to
bridge the gap between technical and public services issues. The format of the training usually consists of a
mix of whole group discussions, small group or paired discussions, exercises and review of documentation.

BIBCO training is usually a 2 or 3-day program covering the following areas:

1. Discussions of today’s cataloging culture and the changing roles of catalog librarians and cataloging
departments.

2. Overview of the Program for Cooperative Cataloging (including its history) and the development of the
core standard.

3. Review of the core standard for books (and possibly other formats)
4. Review of sample core records

5.  Review of the SACO program

PCC/BIBCO
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In managing group discussions, remember that you need to cover your agenda and keep within the
timeframe. In managing group exercises, remember that you should elicit responses from a variety of
trainees and be aware of various points of views or local pressures that the staff might feel. You need to
bring together and harmonize the points raised by the trainees. And although you are introducing a new
standard, you also need to appreciate and value what people have been doing in the past. And you need to
encourage people to accept the new standard and the new context in which we are operating. You want to
help them with the period of change.

There is a lot of good information about running training sessions in this notebook. See Penny Mattern’s
document “Take it from me...” for example.

It is a very different experience to do training at your own library versus at an outside library. At your own
library you are a known quantity and have your “role”. At an outside library you will know less about the
trainees and cataloging culture, but you will have the extra credibility of being an outside trainer.

LC’s role in BIBCO training includes assigning the trainer to the library, helping the trainer with some
administrative aspects of the training session, sending the surveys and BIBCO notebooks to the library, and
granting the library’s official “independence” after the trainer deems the library ready to be released from
review.

Working with the liaison at the library

e  Set dates and timing of training
--This will depend on the length of workshop and how you will structure the various training
modules

e  Organize details of where you’ll stay, finances, transportation
--Your institution gives you the time off
--Trainee institution pays your expenses including transportation, lodging and meals

e  Ask for background material so you can tailor the training program to the specific institution.
This might include: annual reports, statements of departmental goals, information on current
projects, information on the library’s NACO and SACO programs, etc. If you live near the
library, you might want to visit the site to talk to the liaison and view the training room.

e  Arrange for surveys (institutional and individual) and notebooks to be sent to the library.
Individual surveys will let you know about background of people in your training session as
well as their expectations of the workshop. These surveys give you an initial contact with the
trainees.

e Find out details about training room and equipment. Ask for a conference room, not a
computer lab.

e  Verify the library has the necessary prerequisites (e.g., NACO training, OCLC enhance status,
necessary accounts, etc.)

¢ Find out how many catalogers, supervisors, etc. will be at the training.

PCC/BIBCO
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See if you can arrange for an administrator to give an introduction at the beginning of your
workshop. The liaison will need to select the person and provide him/her with some
background information.

See if the liaison can arrange for some public services representatives to attend the group
discussion sections of your workshop. The liaison will need to select these people and
provide them with some background information.

Start discussions about implementation plans at the library. You want to encourage the library
to implement BIBCO as soon as possible after your training.

See if the liaison might be able to arrange for a brief coffee break during your training. This
will let you interact with the trainees in a less formal situation. You might also request a tour
of the library which would give you more information about the institution.

Preparing and practicing script, slides, handouts

Make plans for how you will structure your workshop in terms of the material you will cover
and the format of different sections.

Write your script or “talking notes”. There are some sample scripts on the web (via the PCC
homepage). Consider putting your own script on the web for possible use by other trainers.

Prepare materials such as PowerPoint slides (plus backup copies)

Work on customizing the material for the particular library. This might include selecting
sample materials in subjects or formats handled by the library.

Rehearse and practice your script several times. This should include a “dry run” in front of
some colleagues at your own institution. It is usually through reading the materials aloud that
you get a sense of the timing and rhythm of the material.

Training on your own vs. with a co-trainer

These are two very different experiences and there are pros and cons to both.

With co trainer you:

Need to work together for preparation

Need to rehearse together

Should be able to do both parts

Need to create a good balance between trainers

Should not disagree with each other in front of trainees (if one person misspeaks, correct it
gently a little later)

On your own you:

Can handle things your own way
Have more responsibility on you
Don’t need to coordinate with anyone as you do your preparation

PCC/BIBCO
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Issues concerning equipment and training room

If possible, ask to see the training room in advance. It can be very helpful to imagine in advance how you
will interact with your audience. You may also want to consider rearranging the room if it is set up as a
classroom. A conference table or a circle seems to work better than rows. Strive for intimacy rather than
formality. Ask for a lectern, if you like to use them. Remember that you will need space for your manual,
handouts and talking points.

If possible, try to load your PowerPoint slides ahead of time to be sure that they load correctly
and get some practice on the library’s equipment.

Back up transparencies can be a very good idea, just in case.

Make sure that flip charts and markers are available. If you decide to tape flip chart pages to
the walls, be sure that this is allowed and that you have tape.

Arrange handouts, etc. in the order you will need them.

Things to remember before the training session

Bring a water bottle.

Wear very comfortable shoes. Think about dress issues. Do you want to present yourself as a
fellow cataloger or as an outside trainer? What part of the country will you be going to? The
South, for example, tends to be heavily air-conditioned. Is the “corporate culture” formal or
informal? Being comfortable really does matter.

Bring business cards for each trainee so they can easily contact you later by phone or e-mail
for questions.

Handling problem situations

If you’re sick, you are sick. If you have the flu or a family crisis you may need to cancel or
ask LC to call upon another trainer.
Try to find out about hot buttons and problem people in advance from the liaison. Usually
problems occur when administrators have not prepared their staff for BIBCO training.
Fortunately this is rare.
If there are hot buttons, €.g., extreme resistance to core, you or library administration may
want to address the problem head on in the introductory remarks.
If possible make personal contact with a problem trainee beforehand (at coffee?) so you are
seen as a person not an abstract threat.
There are great articles on dealing with disruptive individuals in meetings. You will not need
to use them, but you will feel more confident if you are armed with some proven techniques
for dealing with problem situations.
A tip for dealing with core resentment is to stress that core is one of many cataloging tools
available and that all libraries need to make responsible policy decisions about core in their
workflow.
Ask in advance about language difficulties. It can be very embarrassing if you just can not
understand a question. One tip is to ask the liaison in advance to come to your rescue.
Ask in advance about individuals with physical disabilities and if necessary be sensitive to
them when planning group activities.
If you want time to yourself (rather than lunch with people) that is fine but it might be better to
discuss a need for “down time” in advance with the liaison.

PCC/BIBCO

9912

17



e Ifyou get questions you can’t answer—make a note and get back to the person later. It is also
fine to call LC or another trainer for help or advice while you are there.

After the training

e  Most libraries seem not to plan their BIBCO implementation in advance. You may want to
share Columbia’s plan as a handout to start discussions on implementation issues.

hitp//www.columbia.edu/cw/libraries/inside/units/bibcontrol/osmec/plan.hmi

e  You will need to review 20 records per cataloger.
If you see cataloging errors, discuss them with the liaison.

e Ifrecords are not forthcoming, discuss the problem first with the liaison and then, if necessary,
with LC.

e  Tell LC when the library has completed the review process.

Miscellaneous tips and suggestions
It is not possible to emphasize enough that advance preparation is crucial. In particular:

Be organized, set ‘timelines’, and double-check everything.

Realize how much time/energy training takes.

Realize how much time record review takes.

Be aware of your own institution’s commitment.

Connect with other trainers—trainers’ listserv, etc. All BIBCO trainers are committed to
helping you. A contact list may be found on the BIBCO homepage.

hitp://leweb.loc.gov/catdir/pec/bibeo/trainers. html

PCC/BIBCO
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Take it from me: trainer’s notes
by Penny G. Mattern

Introduction

The ideas in this document come from my own experience, professional reading, sharing experiences with
other trainers, and many other sources. Where a specific reference is known, I have given it, but most of
the information is so well-embedded in unconscious mastery that I can no longer tell you how I came to
know it, but the knowledge is no less valuable for that circumstance. Since this same unconscious mastery

is the goal of all good training, and can come about only after years of practice and experience, I make no
apology for it.

I. An Instructional Primer

Imparting information is necessary but not sufficient, as the logicians put it. After you’ve familiarized
yourself with all the documents and examples and feel you know them inside out, backwards, upside down,
in the dark and under water, that’s when you begin your instructional preparation (as opposed to the
content preparation you’ve just completed).

Adult Learning

Adults learn in order to solve a problem, or for personal growth or gain. They also learn to satisfy their
curiosity, and to put practical information to use.

Adults do not wish to be put at risk in any way -- for ridicule, exposure to others, for making visible
mistakes, etc. So emphasize small groups, self-monitoring of written exercises, a practice round without
pressure, the class doing it together first, etc.

It is important to understand the absolute underlying principle of all human learning: nothing is obvious;
everything is learned. A corollary of this is that things are obvious only after we have learned them --
that is, in hindsight. If you really accept this, then you will avoid the greatest pitfall of all teaching:
assuming that some things or ways of doing things are natural, right, and just. Actually, there’s only what
we have learned so far, and what we have not. And the latter is always a larger body of knowledge than
the former. And that which are the important things among these is strictly in the eye of the beholder.

Reticence/participation barrier

Start each day with an icebreaker or warmup. It should not be trivial or silly. Having each participant state
name and expectations for workshop, or how participant plans to use what is learned, is a good way to
start. It is important to have each participant speak up in class at the beginning. This breaks the silence
barrier: until people in a workshop have spoken up for the first time in a given day, they are reluctant to
speak. Also, you should demonstrate what you're asking them to do by doing it yourself first as your own
introduction to the class. If you haven't given them your relevant background (i.e., answered the unspoken
question, why should we listen to you?) at the beginning, give it after all the class participants have spoken.

Expectations

Adults learn better if you explore their expectations up front, both positive and negative. This input will
help you. You may wish to note expectations as the class states them on the flip chart or white board (or
whatever; see equipment and facilities section below) as they come up. It will be helpful when you
compare them to your statement of workshop goals later on.

Once you have the participants’ list of expectations, go over your list of workshop goals. Otherwise,
people will tend to discount what you actually say while waiting for you to get to what they think you are
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going to say (which may not be what you planned to say at all).

If anyone has expressed expectations you know the workshop will not meet, state that up front, rather than
allowing such an expectation to stand. (By the time all expectations have been stated, they will be shared
by everyone unless you let participants know otherwise). If applicable, tell participants what will be done
instead. If only part of an expectation will be realized, let them know that, too.

Agenda/schedule

Supply an agenda with approximate times. Let participants know how long each segment is at the
beginning of that segment. When you start, either in the morning or after a break, lunch, etc., be sure to
establish when the next cutoff point (break, lunch, etc.) will be and what you plan to accomplish before
then. People often find it easy to focus their attention for 30-45 min at a time, where several hours might
be viewed as simply interminable. CT

Attention span

Lindstrom (1) points out that while it is an educational commonplace to state that a child’s attention span is
only 6 seconds, it’s not nearly as widely known that an adult’s attention span is only 8 seconds. The level
of content and detail of workshops and the methods of keeping attention for the two audiences differ, but
the challenge for both kinds of audience is the same: to keep it interesting and varied in order to hold their

attention so you can get your meaning across, have it processed, practiced, elaborated, clarified, and
retained.

Isn’t paying attention the attendees’ job?
Getting and keeping their attention is your job. You are the one with information to impart.

From their perspective: They may or may not feel strongly a vested interest in paying attention.
Individuals vary, and so do their personalities, motivations, and reasons for showing up for class.
Reference (4) deal with different types of difficult students you may meet and suggests ways to deal with
them. In addition, start the workshop and the session on time, and do not recap for latecomers while those
who came on time wait for them to catch up.

From your perspective: you will not only be their instructor, you will be their reviser and checker on the
program. As experienced trainers will tell you, you can invest now, in training up front as well as you can,
or you can invest a lot more after the fact, in support, catchup and revision. As one trainer I know puts it,
you can pay now or you can pay later -- and you will pay a lot more later.

How do you keep participants’ attention?

Keep it moving. Don’t let things drag between events (such as the end of your mini-lecture and the start of
their exercise). You move, yourself, once in a while (but not to imitate the ball in a tennis match). You
have things to say that are interesting and put in interesting ways (see below). You do not simply stand up
there and read text the participants can read for themselves. Keep the participants active: questioning,
talking, discussing, arguing (within limits), doing exercises, defending their answers, etc. The sound of a
successful classroom is neither deadly silent nor riotous, but somewhere between.

Keep it brief. You keep the times when you’re just expounding short and sweet. You learn to make your
point in 30 seconds. (2) You vary your presentations with discussions and exercises that keep the class
involved and interested. To help you do this, the workshop materials are planned so that there is a
presentation, discussion, and exercise portion for each section of the workshop.

Keep questions coming to the floor or questions going to the floor, whenever appropriate. If people don’t
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volunteer to answer, call on individuals. This serves two purposes: it gets discussion moving and keeps it
moving, and it lets people understand that they are not going to get away with just sitting there and not
volunteering. If the same person or people volunteer all the time, call on other people.

Give the class barely enough time to do the exercises, once you get to the exercises. Don’t wait till
absolutely everyone in the class is done with the exercise to start discussion; everyone will have a chance

to try another in a moment. Let the stragglers know by implication they’ll have to work a little faster next
time.

For practical details on planning and presenting workshops, and information on adult learning psychology,
check Clark’s Developing Technical Training (5), an excellent work.

Communication and comprehension

Participants need to comprehend what you are saying. Not only do you have to keep their attention, you
have to give them something meaningful to fill it. Because of the many issues around cataloging to the

Core Standard, often caused by incorrect assumptions, this may not be as much of a problem in these
workshops as elsewhere.

A mechanical model of communication: You are a sender; the participants each act as a receiver. You
encode your information or ideas in words, and send them through a channel -- the airwaves in the
classroom, on paper in written form, etc. -- to the receiver, who in turn decodes them.

Achieving comprehension is tricky. That means there are three basic areas where noise or static can
overtake and scramble meaning: as you encode, or put ideas into words; in the channel (as when someone
starts mowing the lawn with an electric mower right outside the classroom as you’re trying to talk); and as
the receiver decodes, or as participants interpret what you say. This is another reason discussion and
exercises are vital. If people have been asking good questions, it is not a criticism of your teaching style, it
is an endorsement of it (unless participants are simply not understanding anything you say, in which case
you need to drop back and figure out what is wrong).

How do you evaluate the class’s comprehension of the material? If you have to ask (or feel impelled to
ask), “Do you understand what I’m saying?” then you can take the answer to be “No.” ‘Any questions?” is
good if there are questions; if there aren’t, it’s hard to be sure that’s because the class has perfect
comprehension or doesn’t understand and is reluctant to ask (or can’t formulate a coherent question
because of confusion). Judge comprehension by reactions to statements (a reaction, positive or negative,

indicates something was heard), by questions asked, and by answers given to your questions, as well as by
the outcome of class exercises.

Retention

Adults can keep on 7+2 facts in mind in short term memory (5). Then you have to give the adult a chance
to place those facts in context, understand them, use them, and file them in long term memory, or they will
be wiped out. If facts are down on paper (as on transparency copies or notes, charts, tables, etc.) can be
retrieved in that way and don’t have to be retained in long term memory -- only their location does. In
practical terms, that means, talk about an issue briefly to introduce it, look at an example with the class if

necessary, then have the class do an example or two and discuss it until all key points are covered, then
move on.
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Persuasion

While the intellect is involved in comprehension, the emotions are involved in persuasion. Both are
necessary for people to take the action you want them to take (in this case, implement the program).
Lindstrom quotes Robert Decker’s book, You Have to be Believed to be Heard, as saying “People buy on
emotion and justify on fact.” Lindstrom points out that if you reach the intellect, you may be heard; if you
reach the emotions, you likely will persuade.

Stories, anecdotes, and analogies

One way to get into conceptual understanding, emotional acceptance, and intellectual context-making is by
telling relevant stories or making relevant analogies. Analogies are by definition imperfect parallels, but a
well-chosen analogy, like a well-chosen illustration, can cause instant understanding. You may have to
point out one or two differences or exceptions, but the thrust of the'matter will be clear. This is very
important not only where time is of the essence (as in standup workshops and classes -- each minute costs
the total of everyone’s salaries and benefits, so it had better be worth it) but where clarity is necessary.

Examples:

Minimalist training: exemplified by sticker on Kiwi fruit that says, “Cut in half; eat with spoon.”

Acculturation and reacculturation/culture shock: When you first go overseas and taste a papaya (paw paw)
and you’re used to cantaloupes, the papaya tastes like an overripe canteloupe. You know you’re
acculturated when, coming back, a canteloupe tastes like an underripe papaya.

Simplifying complex tasks by cutting them up into smaller parts/pieces/sections/actions: Learning to drive,
I was overwhelmed by the complexities of actions and number of traffic situations that I felt would be
facing me. Parallel parking, merging onto a freeway, changing lanes and passing, four-way stop signs, etc.
etc. Anytime anyone tried to reassure me about one of these, I could think of 6 more, and my anxiety
would grow. Finally my driving teacher informed me that my own worrying and obsessing about what
tricky situations I might meet was my own biggest obstacle to becoming a good driver -- because my
anxiety got in the way of my judgment. “There are only 6 things,” she said, giving me a life-long
pedagogical model, although neither of us knew it at the time, “that you can do with a car: start, stop, turn
left, turn right, go forward, go back. That’s all you have to know.”

Making a definition plain by relating it to everyday experience: Minimum standard: (not to be confused
with minimal-record standard): A standard in which the least that can be done and still be acceptable is
outlined. More may be done, and the record is still considered to fall within the standard. Many things in
life perform as having minimum standards. I have a friend who will drive anything that has an engine, a
gearshift, a clutch, a brake, a throttle and a steering mechanism. She doesn’t care whether it’s a VW bug, a
10-wheeler, a motorcycle or an airplane. An interesting class exercise would be to get the class to come up
with other examples of everyday situations which act the same way as minimum standards. Take note of
these. Use them in other workshops.

Presenting exercises

You don’t have to present all the different types of exercises in the package, and you don’t have to use all
the examples in a given exercise. That is up to your judgment as an instructor. But before you decide to

use or not use a certain exercise or example, be sure you understand the purpose of the exercise as an
instructor, rather than as a student.

The exercises are given to you as -- to make one kind of analogy -- a quiver of instructional arrows. You
may not have to shoot all of them to bring down your quarry.
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Also, the form of the exercise is not the same as the lesson of the exercise. As an example, the workshop
calls on the class to look at subject headings in LC records, then discuss how you would apply LCSH if
you were cataloging the item according to the core standard. Some people have felt that this teaches
editing skills rather than original cataloging skills.

To clarify the instructional use of this exercise, consider this analogy:

You are a medical student. As part of your training you are required to do dissections. The pedagogical
point of the dissection is not to practice surgical skills or the skills of examining cadavers (even though that
is what you are doing). It is to make you familiar with the human body and its manifestations of diseases
so that you are ultimately better equipped to treat live patients. Few people today -- and almost no doctors
-- would argue that dissection is a waste of time and that doctors should confine themselves to examining
live patients without having done any dissections. Dissections are a part of preparation which allows a

certain kind of understanding to take place without which the skills-of diagnosis and treatment would be
weaker.

Or: Few people would argue that a person learning to fly a plane should not spend time in a flight simulator
before actually taking up a plane, on the grounds that the person really knows he is on the ground and not
in a plane that can actually crash.

Or: Few people would argue that it is not necessary for someone learning to play a musical instrument to
practice musical scales, especially in the early, learning stages of learning to play a musical instrument, on
the grounds that concert music presents relatively few purely scalar passages of any extent. While the
audience does not go to the concert hall to listen to the maestro play scales, practicing scales is a tool that is

used by musicians to lay the groundwork for gaining the ability to play well enough to give concerts people
will want to attend.

The examination of record examples gives you a chance to point out in class and discuss some of the tricky
points of the Core Standard. THEN you get out the surrogates and other tools and let the class have at it,
so as to practice in an original cataloging context.

Administering class exercises

As you are planning the best way to have the class practice their original cataloging, you may wish to
consider some of these instructional alternatives. In each case, students are using provided tools and their
own cataloging skills and judgment.

Have everyone in class work individually on the same example. At the end of a stated time (10 min.? 5
min.?) you ask for a volunteer to tell what he/she has done. The class discusses. Anyone get something
different? (Sometimes, different is OK). If someone has something you think is really NOT the thing, ask
if someone else has a different answer without commenting on the first answer. If no one volunteers
anything, then you can ask, this is exactly the same answer you all had? If the answer is Yes (call on
someone if that becomes necessary to get an answer), then you can discuss the issue knowing everyone (or
nearly) thought something you disagree with, and you can try to figure out what the problem is (maybe one
in communication). If others in the class did have different answers, find out what they are by directly
questioning various participants, and pursue with class discussion where needed.

Have class work the examples in pairs. This is an alternative, and sometimes best used in the beginning of
a series of exercises, to get people started. Many people find it easier to get started on something they’ve

never done before if they get to work with someone else. Have both people work on or discuss the

exercise with each other. When you call on the class for an answer, have one person be the spokesperson

for the pair. If you repeat this formation, have the other person answer the next time. This helps insure
participation by all.

PCC/BIBCO
23 9803



Have the class work two or three examples in small groups (three or four participants). In this case,
discuss each example separately. Have one person in the group act as spokesperson and go around the

groups polling spokespersons for the answer from that group. For the next example, ask someone else
from each group to be the spokesperson.

Il. Organizational / liaison notes

One of the most important things leading to the successful outcome of the workshop is a careful delineation
of areas where catalogers actually may exercise judgment under the Core Standard. In addition to the issue
of whether catalogers (and their revisers) want to make judgments, and in addition to identifying the areas
of the Core Standard in which judgment is called for, there is also the area, potentially somewhat different
for each institution but still working within the Core Standard, of institutional cataloging policies and
practices. (e.g., we will always do this, never do that, and do the other only on rainy Tuesdays; or, we will
treat these materials under the Core Standard and these not; or, we will leave best treatment level to the
judgement of the cataloger).

That is what makes your role as a liaison and facilitator between the institution and the program such an
interesting and difficult one. While you do not set institutional cataloging policy, you are responsible for
finding out what it is in terms of the core record (i.e., how will the implementation of the core record
standard in cataloging be handled at the institution, cataloging unit by cataloging unit). It is not a good
idea, if there is any way you can persuade the institution otherwise, for the institution to wait till after the
training to decide on these things. (They may decide to make no institutional strictures; but they shouldn’t
wait till after the workshop to decide that). The reason: you will need to know what to teach the
participants in terms of where they have freedom of judgment -- and how far that judgment can go -- and
when their institution has pre-empted that judgment (e.g., We will not make any notes other than those
called for in the core record standard -- or at least not in such and such materials).

Examples from the field: many institutions find subject headings in science materials to be mostly unused,
but contents notes to be heavily used for retrieval via keyword searching techniques. Therefore, the
institution might wish to make a policy that for the science cataloging unit there will be only one or the
least possible number of subject headings assigned, while contents notes (where called for) will be added in
full. In the same institution, however, in Area Studies materials, notes of various kinds are largely unused
and inapplicable under the core standard, but subject headings are vital for retrieval. Therefore, only notes
absolutely required by the core standard will be added for these materials, and subject headings will be

assigned as called for by the material (and new subject headings actively proposed in the proper form to the
Library of Congress, where that is appropriate).

It may not be possible for you to know ahead of time what all the institution’s practices will be. However,
to cover this information in the workshop, you are urged to invite the relevant person from the library (your
institutional liaison or a delegate) to give a summary of or present the printed form of such policies and
decisions. Or at least to let the people know when and how it will be decided.

Part of the training should be conducted by people from the institution (not necessarily as part of your
workshops) on how to use and log in on any new equipment or new wrinkles in using familiar equipment,
with each person allowed to try it ‘hands on.” This is important. You should find out when this training
will take place (or did take place) and become familiar yourself with the new workflow, even if you don’t
actually handle the equipment yourself.

PCC/BIBCO
24 9803



lll. Physical setup notes
Timing" of the workshop:

Timing of the workshop: If the institution is not ready, don’t give the workshop. From a purely
instructional standpoint, the best time to train is when the participants can go right back to their desks and
catalog using the core standard. Too far ahead and people forget what they’ve learned.

Training should take place as near to the actual start of the project as possible -- not sooner, and not later.
Too soon (too long before the start of actual work by trainees) means no chance to practice what has been
learned until much of it is forgotten; too late means wrong understanding, confusion, frustration, and/or
resistance may have set in. You may need to unteach what has been wrongly learned before you can teach
what needs to be learned.

Similarly, all workplace equipment, connections, wiring, logins, software, etc. should be in place and

ready to go as soon as training is completed. Or rather, training should take place only when the workplace
is ready to roll.

Furniture / seating arrangements

Furniture arrangement and other physical aspects of the classroom are important. To a large extent, the
behavior of the participants and their attitude is determined by the room they enter and stay in for
the duration of the workshop. Avoid classroom-like rows of student chairs, which only signal that this is
a place in which 'schoolroom' behavior is OK.

Try to keep the training out of the place where the participants will later be doing work, unless that is the
only physically appropriate space. The workspace is too familiar to workers there and inevitably has
strong associations that can distract attention and focus away from the workshop. Any negative feelings
will likely be transferred to the workshop and will increase any resistance or hostility. Also, people tend to
like a change of scene and a chance to be away from the place they spend so much of their time.

If possible, have people sitting around relatively small tables, arranged in chevron formation or dotted
around the room rather than in long straight rows. Research shows that talking and conversational
exchange is easiest when you are at the corner of a table and talk with the person just around that corner.
Carrying on conversations is hardest with people next to you who are facing the same way you are.
Talking with people across a table from you is somewhere in between. Thus small tables with chairs
around them, at which everyone is at a corner, are the best bet. If tables are not available, at least arrange
chairs into little groups or in short chevron rows.

If necessary, consider possible alternatives to inflexible classrooms: seminar rooms, conference rooms, the
board room, cafeteria space off hours, special dining rooms, library study rooms, etc. You will have to
evaluate this on a case by case basis. If there's a choice and it's not clear which location to pick, ask people
in the institution which site they prefer. They've lived with their facilities a long time and will have good
ideas, or know of hidden pitfalls and advantages.

If furniture cannot be moved, as in an auditorium-type situation, at least have participants all gather way up
in the center front (more like a cast getting ready to read through a play in an empty theater than Freshman
English) and you yourself stand down in the front, near them, if that is possible, rather than

way up on the stage at a podium, so that you are all able to discuss things together. The workshop is not a
lecture situation, it is a collegial learning situation.

Other physical considerations
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Other physical considerations, such as adequate, flexible lighting, heat, cold, ventilation, availability of rest
rooms, ambient noise (rackety fans, banging pipes, thunder-imitating ductwork, noise from neighboring
rooms or hallways, etc.), the room's own acoustics, space for personal possessions, reasonable

security and personal safety, and the like, will bear on the comfort, and therefore the attention, of the
participants. Maslow's ideas apply here too: attend to physical comforts and security needs, and people
will feel able to concentrate on other things, in this case, the workshop.
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Number of participants

Be careful to limit the number of participants at any given session. Somewhere between 8-12 is ideal; 15 is
about the maximum; 20 is too many. It is better to give two sessions than to overcrowd one session.
Dividing 20 people up into, say, 10 'morning session' people and 10 'afternoon session' people is

much better than struggling with the 20 for half the duration, when the 20 won't really learn very well
despite your best efforts. Small numbers of people can discuss issues and examples in collegial seminar
fashion. Larger numbers of people simply cannot, do not, and will not.

Instructional facilities and equipment

You will need to find out early in the planning exactly what physical facilities are available. Not only in
terms of the classroom itself, overhead transparency projection, tables or desks and chairs, etc., but also in
terms of tool availability for cataloging exercises.

You will need a flip chart, or blackboard, or whiteboard, or blank transparencies -- something for you to
write on that the whole class can see at the same time, and big enough to list several things. Also, it will
need to be something that can be cleaned off or changed (erase board, flip page, change transparency) so

you can write something else. This is vital to an ongoing class. Better to have it and not need it than to
need it and not have it.

In addition you will need an overhead transparency projector. And you will need some way to modulate
the lights. Your projection needs to be seen, but the participants shouldn’t be in inky blackness while they
are trying to take notes or do exercises or look at their own handouts.

IV. Trainer survival

Develop or become part of a trainer support group. Meet with other PCC trainers, at ALA or other
appropriate venues. Keep in contact between meetings via email, listserves, or in other ways. Do not break
confidences, but share experiences with others and talk about training difficulties. Others will probably
have met the same challenges you have. Share solutions; give comfort.

In particular, get record examples and surrogates ahead of time from institutions you will train which
exemplify their concerns and difficulties they see themselves facing. The more such examples you can
discuss in class or have the class try to work through, the better and easier the PCC/BIBCO/Core Standard
implementation will be, for you and for them. Make these examples available to other trainers, to the
Library of Congress Regional and Cooperative Cataloging office, etc.
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Program for Cooperative Cataloging
BIBCO Evaluation Procedures

Background: The following procedures represent the review mechanism for newly trained
BIBCO Libraries. One of the criticisms of past cooperative programs was the fact that they
involved lengthy and cumbersome review processes that placed little emphasis on cataloger
judgment. It is also recognized that for the success of PCC Programs, there must be a review
process that gives credibility to Program records. The review mechanism is a set of Guidelines
that should assist trainers and reinforce the goals of the Program for Cooperative Cataloging.

Assumptions:
1) The library being trained will designate a contact person who will serve as the
last line of review before forwarding records to the BIBCO trainer/reviewer. This person
should be in a position to articulate and comment on institutional policy;

2) Generally, the trainer will review the work of the library he/she trains;
3) The trainer/reviewer will take into consideration the institution’s local policies:

-what are the policies for series, i.e. has the library been trained to contribute
SARs via NACO? What are the local treatment decisions and how will they impact PCC
contribution?

-what are the policies for Program records? Core level? Full level? If they
create both, what are the criteria for applying the different standards? And who makes
the decision (the institution? the various units within the institution? the individual
cataloger?) '

-what are the policies for the use of notes, subject headings and added entries?

-what classification system is being used?

-what other local practices will influence decisions made in creating Program
records?

4) A Library will be considered a BIBCO Library with the successful completion of
the Review.

Review period:

Generally, a library will submit approximately 20 records per cataloger for review.
Therefore a library with 6 catalogers would expect to submit approximately 120 records
for review. After the review period it is the institution’s responsibility to maintain the
quality of its records. It is expected that the review period will follow immediately after
the training, and be completed in a timely fashion.

Method for review will be dependent the library’s method of contribution. Generally,
libraries will: 1) provide trainer/reviewer with faxed copies of records before they are
output, or 2) may provide reviewer with local access to their local system. Arrangements
for review will be made on a case-by-case basis in consultation with the library, the PCC
secretariat and utility.
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Criteria for evaluation:

1. Is the core standard being applied correctly?

-appropriate encoding level

-042 present

-all access points represented in the national authority file (NAF and SAF)

-a standard classification number present in bibliographic record for formats
which require one :

-all mandatory fixed and variable fields present

-justification for local enhancements to the core record

2. If serious cataloging errors are present refer the record back to the institutional
contact

3. Is the library is contributing ‘FULL” Program records?

-appropriate encoding level

-042 present

-all access points represented in the national authority file (NAF and SAF)

-a standard classification number present in bibliographic record for formats that
require one

-all mandatory fixed and variable fields present

Reinforcement of PCC goals:
1. Keep in mind/reinforce the PCC goals of timely access and cost effectiveness
2. Keep in mind/reinforce PCC values and reliance on cataloger judgment. The
answers to catalogers’ questions should be frames in terms of the individual
institution’s policies and priorities.

Independence:

The Secretariat will notify libraries that they have successfully completed the review
process and are independent.
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Program for Cooperative Cataloging
Cataloging Competencies Related to Performance

Analytical thinking: associated with the creation of new understandings or methods through the
synthesis of multiple ideas, processes, and data.

« Assesses cataloging information needs and performs value-added tasks to meet those needs.

+  Evaluates the outcomes of work tasks according to the strategic directions of the institution.

«  Determines which information is essential and which information is supplemental in creating
accessible bibliographic records.

+  Understands the OPAC implications of cataloging decisions and practices.

+ Analyzes workflow and makes recommendations.

« Possesses basic statistical, research methods, and cost modeling.

« Has an awareness of how cataloging decisions affect retrieval.

+ Has a theoretical basis for retrieval and how searching techniques fit into a bib record
construct?

«  Understanding of control and resource sharing implications for a broad range of users.

« Performs cost analysis of operations.

+ Interprets and applies studies of patron use of OPACs.

- Exercises professional judgement, when creating bibliographic records for quicker user
access.

Business competencies: understanding of organizations as systems, and of the processes,
decision criteria, issues, and implications of the operational units of the organization (operations
finance, customer service, and administrative services).

- Meets patron needs by providing timely access to bibliographic records

+  Demonstrates a commitment to service excellence

« Recognizes the interdependence of all internal customers

« Avoids duplication of work activities

.« Has knowledge of emerging trends in the profession.

«  Understands the costs/benefits of one’s work to the overall mission of our institution; able to
see the “big picture”.

«  Awareness of the publishing industry and current trends.

«  Awareness of national cooperative ventures (NACO, BIBCO, CONSER).

. Markets the customer service aspect of cataloging and engage in a dialogue with public
service staff and library patrons.
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Interpersonal Competencies: the understanding and application of methods that produce
effective interactions of people and groups.

+ Fosters effective work liaisons with other library departments.

« Develops and applies effective communication skills.

« Accountability- takes responsibility for getting tasks done.

+ Remains flexible in the face of changing demands.

« Committed to learning new skills and acquiring new knowledge.
+ Isan active and contributing team member

« Respects the input of other colleagues

Leadership: influencing, enabling, or inspiring others to act.

«  Empowers others to make decisions.

- Builds on the work of others to achieve the goals of the organization/institution.
+  Recognizes/acknowledges important contributions of others.

«  Encourages innovation and new approaches to work.

« Applies group and interpersonal skills effectively.

 Implements an effective quality control program for cataloging.

«  Understands and employs techniques for motivation and teambuilding with catalogers
- Empowers staff members to make responsible decisions

« Is concerned w/ how to effect change in a supportive way

« Can effectively train others and develop trainers

- Encourage discussions between public service staff and catalog librarians

« Uses time management skills effectively.

Technical competencies: understanding and application of existing knowledge or processes.

« Theoretical basis for organization including original cataloging in accordance with national
standards

. Generalists must have a good working knowledge of classification systems and thesaurus
construction.

«  Subject specialists need a substantial knowledge in the subject area involved and a good
working knowledge of current reference sources.

«  Knowledge and understanding of classification systems

.« Knowledge of methods for subject analysis and thesauri construction

+  Creates quality records.

«  Makes effective use of knowledge

. Strives to make continuous technical improvements to cataloging and classification

« Catalogs effectively and efficiently in a variety of print and non-print formats.

. Writes indexing and display specification for MARC loaders in local automated systems.

- Write specifications for vendor bibliographic services
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Technological competencies: understanding and appropriate application of current or emerging
technology.

. Uses appropriate bibliographic technology to achieve an optimal result.

+  Familiarity with new and developing technologies.
Evaluates bibliographic and authorities automation modules.

- Knowledge of bibliographic records and their interaction with the various components of an
integrated system

Innovation

. Creates plans for bibliographic control that incorporate developments in bibliographic
networks and national training programs.

. Applies understanding of how bib records are used by library staff and their patrons.

«  Develops and outlines projects for enhancement of bibliographic access to specialized
collections or alternative forms of access.
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BIBCO Exercises



The following exercises are suggestions on how the BIBCO trainer might lead discussion about
changes to cataloging competencies and values. It is expected that a trainer will modify exrecises
to fit the particular audience for maximum effectiveness.
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BIBCO Exercise #1: The Changing Cataloging Culture

Objective: Set the stage for the introduction of the Program for Cooperative Cataloging by
discussing emerging trends in cataloging.

Time: 20-30 minutes
Instructions:
Use a flip chart to record the answers to the following questions:

1. What general trends for libraries do you see emerging today?

2. Discuss several national developments in the cataloging arena that can or will have an
impact on local cataloging practices and procedures?

3. What general trends to you see in the way libraries approach cataloging?

4. How would you describe the general operating climate for libraries? Of the Catalog
Department?

5. What do user communities expect from libraries?

6. What are some of the new/different approaches/activities that libraries, including

catalogers have done/are doing to respond to the changing expectations/operating climates?

Summarize and add any topics that might have been omitted.
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Expected responses to BIBCO exercise #1: The Changing Cataloging Culture

1. General Trends:
libraries are doing “more with less” — or Less funding available
increase in electronic resources
user expectations higher
having to deal with questions of ownership vs. access
increase in cooperative activities (within house and outside)
need for offsite storage
increase use of technology
fewer young people becoming librarians

2. Recent national developments in libraries:
CORC
vendor and international library records available from resource files
outsourcing
vendor authority service available
decrease in LC copy/more member available
BIBCO Program
Pin Yin conversion project affecting all libraries

3. General trends in Cataloging:
cataloging of electronic resources
more use of the Web for research, etc.
more use of bibliographic utilities
increased use of support staff
increased communications
less time for tweaking of cataloging copy
using cataloging records as pointing aids (links to web sources, etc.)

4. General operating climate:
stressful
more work/less staff
more special projects
more training and supervisory duties
more acceptance of general standards
production expectations remain the same
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5. User community expectations:
want more cataloging, right away (instant access to materials)
less tolerance for backlogs
want full-text access
more diverse user community
greater contacts
disagreement re: availability

6. New/different approaches:
increased use of Core records
more continuing education
replacing old systems with new library systems/technology
backlog reduction emphasized
automated cataloging
some libraries are circulating un-cataloged materials
less review of copy
increasing retirement requires shift for remaining staff
more investment in technology
process redesign
more business-like approach (bottom-line is being emphasized more)
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BIBCO Exercise #2: Value-Added Work Processes

Exercise: “Beauty and the Least”

Objective: To encourage consideration of work processes by asking the question, “Is this a
value-added step?”

Time: Approximately 5 minutes plus discussion

Ray Kroc, founder of the tremendously successful McDonald’s, swore that he could see
beauty in a hamburger bun. And while cynics and sophisticates may snicker at his unbridled
passion for the products he offered customers, the truth remains that Kroc was richer and more
successful than most of us can dream of being.

I would like to encourage you to think, seriously, about the aspects of your job that you
most enjoy doing. List four. Then think about the parts of your job that you least enjoy. Again,
list four. Now I would like you to go back and indicate the importance of all eight items to
customer/user satisfaction. Use a scale of 1 to 5, with 5 being most important to the library
patron who will use your catalog record. When you have finished that, do one last thing:
Indicate with the star the one item you spend the majority of you time on.

Steps to follow:
1. Have the participant list their item and assess them

2. If time permits, ask for a volunteer to share his or her insights.

Discussion questions:

Do things that you love doing occupy more time than the things you hate doing, or is it the other
way around?

How can we increase the time spent on the few vital aspects of our work and decrease the time
spent of the many trivial aspects?

Catalogers and Catalog Managers are at times called upon to justify their work. How would you
respond regarding the value that cataloging adds to the intellectual work?

Follow -up (if time): Use the same process but define importance in other ways--in terms of the
cost-effectiveness, senior management, etc.
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BIBCO Exercise #3: Catalog Librarian Competencies

Objective: Encourage discussion of the skills, knowledge and attitudes that are important to a
catalog librarian’s effectiveness.

Time: 30-45 minutes

Introduce the idea of competencies for the workplace at large. Distribute examples of published
competencies: Special Library Association Competencies for Librarians of the 21st Century
(http://www.sla.org/professional/competency.html), U.S. Dept. of Labor Secretary’s Commission
for Archiving Necessary Skills (SCANS) for the Workplace
(http://www.library.yale.edu/jobs/training/scans.htm) and PCC Catalog Librarian Competencies.

Competencies have been defined as the interplay of knowledge, understanding, skills and
attitudes required to do a job effectively from the point of both their performer and the observer.
In personal career development, competencies can also be thought of as flexible knowledge and
skills that allow catalog librarians to contribute to the organization and to produce a continuum
of organized information to assist our user community.

These competencies can be thought of as an addition to rather than an elimination of the more
traditional work skills and attitudes.

Instructions:

e Post the list of competencies with descriptors around the room; participants will have their
own list of competencies.

¢ Each is instructed to rate his/her competency in each category as basic, intermediate, or
advance. Alternatively, each is instructed to rate the competency that they would expect to
find in a new hire.

e Each can do this with the charts posted in the room using colored dots representing each
level: basic (red), intermediate (blue), advanced (yellow)

e You should get a visual representation/idea of some room for development to meet upcoming
challenges.
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BIBCO Exercise#3B (Alternative to Competency Exercise): Library ‘Best Practices’

Objective: Encourage discussion of the skills, knowledge and attitudes that are important to a
catalog librarian’s effectiveness

Time: 30-45 minutes

Introduce Best Practices concept with “Guidelines for Best Practice.“ Training & Development,
October 98, Vol. 52, Issue 10, p.28. It has been said ‘to derive full value, an organization needs
to first review its own processes, its workforce, its strengths and its weaknesses. What it puts in
affects what it gets out.” ‘Best Practices’ is a technique we can use to assess our cataloging
strengths and build on those strengths.

Instructions:

e Ask each participant to write down 3-5 strengths (or what they do well) that they believe
contribute to their effectiveness as catalog librarians and the success of their Library

e Use a flip chart to record the results

Ask the participants to write down 3-5 strengths that they have observed in colleagues (not

restricted to your organization) and contribute to the success of their organization

Use a flip chart to record the results

Ask each participant to record 2-3 areas or weakness they would like to improve.

Use the flip chart to record the results

Have the participants discuss methods for encouraging change and ways to develop

weaknesses into strengths.

Discussion points: Components of a Performance Model for Cataloging

1. Performance result: outcomes a person must achieve on the job if the organization’s goals
are to be achieved; (most jobs require 10-15 performance results)

2., Best practices: what the very best performers actually do on the job; behaviorally
described.

3. Quality criteria: critical use to measure the quality with which the performance result or
output is achieved.

4. Work environment factors: a list of the forces, within and outside the control of the
organization, that will either encourage or inhibit the accomplishment of each performance
result.
5. Benchmarking as a method for managing performance.
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BIBCO Exercise #4: Matching Present and Past

Circle the "T" to identify and rank the five cultural values that you think best represent traditional
cataloging culture.

RANK
Customer commitment to total customer satisfaction TC
Quality commitment to delivering superior products and service TC
Profitability commitment to maximizing financial investment in the

library TC
Growth desire to increase the size and scope of the library TC
Excellence aspiring to become the best we can TC
Achievement commitment to accomplishing identified

goals and objectives TC
Efficiency effectively producing the most with the least amount of

resources TC
Integrity commitment to high moral standards TC
Control commitment to being well run and managed TC
Leadership belief in the importance of good leadership TC
Teamwork commitment to getting things done through cooperative

efforts TC
Equality commitment to equal opportunity and unbiased treatment

for all TC
Safety commitment to an environment free from injury,

harm, or fear TC
Innovation belief in encouraging change and new approaches TC
Learning commitment to advancing the knowledge and

skills of the workforce TC
Empowerment conviction that every member can make a

valuable contribution TC
Family concern for employees and support of their families TC
Harmony commitment to achieving balance, consensus, and

goodwill TC
Community concern for the organization's role and impact on the

community TC
Tradition concern for honoring the work of the past TC
Fun belief that the workplace should be enjoyable TC

Now go back and circle the "C" to identify and rank the cultural values you believe are needed for
a contemporary cataloging culture to be successful
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BIBCO Exercise #5: Moving forward

Identify the operational values that you believe are needed to fully support a
contemporary cataloging culture:

Loyalty

Drive
Dependability
Accountability
Credibility
Discipline
Structure
Power
Obedience
Competition
Knowledgeable
Versatility
Cooperation
Communication
Fairness
Diversity
Creativity
Independence
Compassion
Risk Taking
Recognition

Faithful adherence to the mission of the organization
Highly motivated to get the job done

Can be relied upon

Taking responsibility

Respectable, believable, and trustworthy
Highly trained and focused on objectives
Having a clearly defined process for getting things done
Having the means to get things done
Following the rules and regulations
Striving to win

Making effective use of information

Being able to do many things well
Working well with others

Open interchange of thoughts and opinions
Just and impartial decision making
Understanding and managing differences
Producing imaginative and original work
Freedom from the control of others

Caring about the feeling of others
Encouraging experimentation
Acknowledging important contributions
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BIBCO Exercise #6: Operational values needed to support a contemporary culture

How can libraries and the cataloging community support the operational values
identified:
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Readings to Support BIBCO Training Exercises

The following articles support the BIBCO training exercises and will be distributed to BIBCO Train the
Trainer participants, but will not be included in the BIBCO Training Notebook. '

Title: “Guidelines for best practice.”

Source: Training & Development, Oct98, Vol. 52 Issue 10, p28, 2p

Abstract: Presents guidelines for best practice, as excerpted from the book *Working with Emotional
Intelligence,’ by Daniel Goleman. Organizational needs assessment; Importance of fostering a positive
relationship between the trainers and learners; Transfer and maintenance of change.

AN: 1196055

ISSN: 1055-9760

Database: Academic Search Elite --

GUIDELINES FOR BEST PRACTICE excerpted from Working with Emotional Intelligence
Paving the Way

Assess organizational need. Determine the competencies that are most critical for effective job
performance in a particular type of job. In doing so, use a valid method, such as comparison of the
behavioral events interviews of superior performers and average performers. Also make sure the
competencies to be developed are congruent with the organization's culture and overall strategy.

Take stock of personal strengths and limits. This assessment should be based on the key competencies
needed for a particular job, and the data should come from multiple sources using multiple methods to
maximize credibility and validity.

Provide feedback with care. Give the individual information on his or her strengths and weaknesses; try
to be accurate and clear. Allow plenty of time for the person to digest and integrate the information.
Provide the feedback in a safe and supportive environment to minimize resistance and defensiveness; avoid
making excuses or downplaying the seriousness of deficiencies. Maximize learner choice. People are more
motivated to change when they freely choose to do so. As much as possible, allow people to decide
whether they will participate in the development process, and have them set the change goals themselves.

Encourage people to participate. People will be more likely to participate in development efforts if they
perceive them to be worthwhile and effective. Organizational policies and procedures should encourage
people to participate in development activity, and supervisors should provide encouragement and the
necessary support. Motivation also will be enhanced if people trust the credibility of those who encourage
them to undertake the training.

Link learning goals to personal values. People are most motivated to pursue change that fits with their
values and hopes. If a change matters little to people, they won't pursue it. Help people understand whether
a given change fits with what matters most to them.

Adjust expectations. Build positive expectations by showing learners that social and emotional
competence can be improved and that such improvement will lead to valued outcomes. Also, make sure
that the learners have a realistic expectation of what the training process will involve.

Gauge readiness. Assess whether the individual is ready for training. If the person is not ready because of
insufficient motivation or other reasons, make readiness the focus of intervention efforts.

Doing the Work of Change
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Foster a positive relationship between the trainers and learners. Trainers who are warm, genuine, and
empathic are best able to engage the learners in the change process. Select trainers who have these
qualities, and make sure that they use them when working with the learners.

Maximize self-directed change. Learning is more effective when people direct their own learning
program, tailoring it to their unique needs and circumstances. In addition to allowing people to set their
own learning goals, let them continue to be in charge of their learning throughout the program, and tailor
the training approach to the individual's learning style.

Set clear goals. People need to be clear about what the competence is, how to acquire it, and how to show
it on the job. Spell out the specific behaviors and skills that make up the target competence. Make sure that
the goals are clear, specific, and optimally challenging.

Break goals into manageable steps. Change is more likely to occur if the change process is divided into
manageable steps. Encourage both trainers and trainees to avoid being overly ambitious.

Maximize opportunities to practice. Lasting change requires sustained practice on the job and elsewhere
in life. An automatic habit is being unlearned and different responses are replacing it. Encourage trainees to
try the new behaviors repeatedly and consistently over a period of months.

Provide frequent feedback on practice. Ongoing feedback encourages people and directs change. Provide
focused and sustained feedback as learners practice new behaviors. Make sure that supervisors, peers,
friends, family members--or some combination of these--give periodic feedback on progress.

Rely on experiential methods. Active, concrete, experiential methods tend to work best for learning social
and emotional competencies. Development activities that engage all the senses and that are dramatic and
powerful can be especially effective.

Build in support. Change is facilitated through ongoing support of others who are going through similar
changes (such as a support group). Programs should encourage the formation of groups where people give
each other support throughout the change effort. Coaches and mentors also can be valuable in helping
support the desired change.

Use models. Use live or videotaped models that clearly show how the competency can be used in realistic
situations. Encourage learners to study, analyze, and emulate the models.

Enhance insight. Self-awareness is the cornerstone of emotional and social competence. Help learners

acquire greater understanding about how their thoughts, feelings, and behavior affect themselves and
others.

Prevent relapse. Use relapse prevention, which helps people use lapses and mistakes as lessons to prepare
themselves for further efforts.

Encouraging Transfer and Maintenance of Change

Encourage use of skills on the job. Supervisors, peers, and subordinates should reinforce and reward
learners for using their new skills on the job. Coaches and mentors can also serve this function. Also,

provide prompts and cues, such as through periodic follow-ups. Change also is more likely to endure when
high status persons, such as supervisors and upper level managers, model it.

Provide an organizational culture that supports learning. Change will be more enduring if the
organization's culture and tone support the change and offer a safe atmosphere for experimentation.

Remove situational constraints. Change is more likely to last when the person is able to use the
competency on the job.
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Evaluating Change

Evaluate. When possible, find unobtrusive measures of the competence or skill as shown on the job, before
and after training and also at least two months later. One-year follow-ups also are highly desirable. In
additional to charting progress on the acquisition of competencies, assess the impact on important job-
related outcomes, such as performance measures, and indicators of adjustment such as absenteeism,
grievances, health status, and so on.

Copyright of Training & Development is the property of American Society for Training & Development
and its content may not be copied without the copyright holder's express written permission except for the
print or download capabilities of the retrieval software used for access. This content is intended solely for
the use of the individual user.

Other Readings:

Special Library Association. Competencies for Librarians of the 21* century.
http://www.sla.ore/professional/competency.html

U.S. Dept. of Labor. Secretary’s Commission for Achieving Necessary Skills (SCANS) for the Workplace.
http://www library.vale.edu/jobs/training/scans htm
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Notes for Trainers



1 1 HISTORY (Where we came from)

1970s --  CONSER, NACO
1988 --  NCCP

1992 -- CCC

1995 - PCC

Notes:

o Steady growth — in members, in records, in formats, etc.

o Trainer should relate briefly some of the difficulties associated with
NCCP and how these have been addressed in the PCC

o Broadening participation (National and International)

o Evolving standards and goals

o Democratic/representative structure (e.g. BIBCO OpCo, committee
structure)

o Trainer should stress the mutual benefits of cooperation; some
additional work leads to much gain for all
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COOPERATION

Pressure points:
rising costs
lower budgets
costs/benefits
savings/harm

Notes:

o Cataloging is vulnerable since it is cost and labor intensive

Externally imposed solutions may save some money but cause harm
(e.g. minimal level cataloging, outsourcing, etc.)

Savings may not be seen in original cataloging, but will occur in copy
cataloging as more and more LC/PCC quality records are available
Benefits for patrons — common standards; faster processing; smaller
backlogs

Benefits for original catalogers include time freed for cataloging the
truly rare and special items in our collections, exploring new ways to
serve our users, complex authority work and for other professional
activities

Trainer can stress that addressing our own problems (through
cooperative effort) is preferable to externally imposed measures
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3 : PCC GOALS

To increase the supply of quality records in the world
cataloging pool

To increase the number of catalogers and cataloging
institutions contributing such records

Notes:

o Growing diversity of records
e From traditional sources
o From foreign national agencies
e From vendors

« Different practices and standards
National standards

o Utility standards

¢ Institutional standards

¢ Individual standards

« A major goal of the PCC is to bring common standards and coherence to
the use of all of these different types of records
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4 . QUALITY

New factors
New definitions
New awareness

Notes:

o Quality as ‘the perfect record’ has been replaced by ‘the dependably
useful record which is available in a timely way’

o Dynamic nature of quality — the changes brought about by the online
environment invite a constant rethinking of the nature of quality

o Broadly developed sense of quality — based on the priorities of
catalogers, users, and public service staff

o Is there common ground?
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5 i USABILITY: Requires little or no

Verification
Modification
Postponement or delay

Notes:

Reliability of PCC records greatly enhances workflow efficiency
Large increase in the ‘pool’ of dependably useful records

Leads to simplified workflows for large bodies of material

Trainer should encourage discussion of local workflows and possible
economies
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6 i DEPENDABILITY: Reliable for

Description

Controlled access points
Classification

Subject analysis

Notes:

o Program records are consistent in all these areas

o Program records are reliable and require minimal adjustments

o BIBCO participation includes a shared recognition and definition of
quality among the community of catalogers
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7 . TIMELINESS

New importance/value
Cataloging as ‘public service’

Appropriate for the ‘online age’ and the electronic
environment '

Notes:

e Trainer should discuss reasons behind this new emphasis
o Benefits both to users and catalogers

e Reduce backlog space

o Reduce backlog ‘burden’

o Genuinely meeting a wider range of users’ needs
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CORE STANDARD CHARACTERISTICS

Minimum standard
Identification / retrieval
Dependably usable
Known quantity
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9 UPWARDLY COMPATIBLE:

Provides floor or base
May include additional fields up to full
Provides dependable cataloging within full-record catalogs

Notes:

e You may add elements to a core record, and it will still be a valid core
record, unless and until it contains all the elements of a PCC full record

e Core records do not stand out in full-level catalogs. Compare to
minimal-level records

o Sometimes it is not possible to tell why a record has been designated as
core
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10 i CORE STANDARD
Defined first for books materials
Other formats followed

Notes:

o Summarize completed formats and remind trainees that the other
formats are available on the PCC homepage
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11 i BOTH CORE AND FULL STANDARDS HAVE THE SAME:

Authority control for headings
Adherence to rules/practices
Main entry choice and form

Title page & series transcription
Physical description

Notes:

« Although the core record may not have all the elements present in a full
record, the elements included adhere to current rules and practices

o Discuss the core standard allowing untraced series (490 0) without the
need for a national level authority record

o Discuss how the core record is appropriate for the online environment
Many of the elements omitted from the core record were appropriate in
card catalogs but may not be so important in our OPACs (especially the
brief displays that most users prefer)

o Examples: At head of title notes, notes justifying added entries, etc.
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12 : PARADIGM SHIFT
LIMIT: You must/must not
VS.

FLOOR: You must at least / You may add (up to full)

Notes:

o Give a real life example, e.g., The note “Reproduction of the
illuminations from the Rohan Book of Hours” MAY (not MUST) be added
if it enhances access to the item
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13 '  LOCAL DATA

Can distinguish local and non-local data as with full
records

Notes:

e There are two options for including local data in Program records: use
correct MARC tagging (590, $5, indicators, etc.) or code in a local
holdings or item record. A third possibility is not to catalog the piece as
a Program record

¢ If you work in a local system, remember that your records upload or may
someday upload to RLIN or OCLC and must conform to Program
standards
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14 CORE RECORD JUDGMENT BOUNDED BY:

AACR2R, LCRIs, and the SCM, MeSH, etc.
Core record standard

Institutional policies

Identification / retrieval

Notes:

o Give an example, e.g., making an added entry for a prominent professor,
adding an exhibition note for the art library, etc.

o Stress that in each case, identification or retrieval should be enhanced
by the addition
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15 ‘» CORE GUIDELINES:

1. Would the proposed addition be correct in a full record?
2a. Would the proposed addition aid retrieval?
OR

2b. Would the proposed addition aid identification?

Notes:

o When considering adding an element to a record, use these questions
as a test

o Remember that institutional policies may also influence the decision
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16 CORE RECORDS:

Source = c

Encoding

Level = 4

042 = pcc

040 = library symbol

Notes:

e Full records have Encoding level blank
e Cover OCLC situation about Encoding Level 4 until it is implemented
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17 APPLYING THE CORE STANDARD

Q. Do you ever remove data from a record to meet the
Core Standard?

Notes:

e OCLC National Level Enhance libraries must follow all OCLC guidelines
as well. For example, Enhance Libraries must retain variant subject
headings and vendor data in the Master Record

o RLIN libraries may delete this sort of data because the original record
remains available in the RLIN database

¢ Incorrect data may be removed, e.g., non-standard use of a MARC field
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18 : APPLYING THE CORE STANDARD

Q. If a Core Standard record contains the same fields
as a full record, is it coded core or full?

Notes:

¢ Code for the highest level you can LEGITIMATELY claim
o Belle-lettres usually default to full level
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19 'i CORE STANDARD—FIXED FIELD

Code fully
Same as full record

Notes:

e Still code Cont b and Indx 1 even if no 504 and 500 notes are added
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20 ‘» CORE STANDARD--020, 0XX

Supply at least 1 020 $a if present on item; if more than 1
present, use judgment
Other Oxx fields

Notes:

o Only 1 required for core but more may be added according to cataloger’s
judgment
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21 '1 CORE STANDARD -- 0XX

Call or Class Number:

0 Supply a number from one recognized scheme for
those core standards where it’s required

Notes:

e Only a class number is required

o For some libraries, this will require extra work. This should be weighed
against the whole range of pros and cons for the institution. Give
consideration to the community spirit exemplified by the PCC

o For some core standards, e.g., rare books, a class number is not
required
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22

CORE STANDARD -- 1XX

Main Entry:
0 Include if applicable
0 Establish if not already established
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23 5 CORE STANDARD -- 240

Uniform Title:
0 Include if known/inferable
0 Establish if necessary

Notes:

o Always check the Name Authority File for any already-established
uniform titles that apply to the item

e Remember that Core Records are upwardly compatible. If, for example,
you have a French translation of a Japanese novel and no language
expertise in house, another library with that expertise can enhance the
record later on

o Different formats sometimes can have different requirements (e.g. Music
catalogers would follow MCD 26.4B1)
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24 1 CORE STANDARD--245-300

Include all applicable fields
Same as full-level cataloging

Notes:

o 246 fields are added according to cataloging rules and judgment. For
example, it would be required to add a 246 for a corrected form of title.
But you would want to use judgment in supplying access to subtitles
and minor variations in the title proper

¢ Is “Proceedings of the annual conference” a useful access point?
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25 CORE STANDARD -- 4XX/8XX

Series:

0 Transcribe series if present

0 Tracing optional if series is new

0 If traced, support with SAR

0 Indicate national-level tracing practice with $5DPCC
in authority record

Notes:

o If local decision is not to trace, transcribe series in the bibliographic
record (490 0) but do not create SAR
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26 '- CORE STANDARD -- 6XX

If applicable, make notes for:
0 Title source - if not t.p.

0 Contents - if multipart items with separate titles
0 Thesis note (502) ’
O Reproduction note (533)

Notes:

¢ Only these specific notes are absolutely called for by the Core Standard

¢ Notes deemed important for access or retrieval may be added

o Keep in mind that MARC tagging or use of relators in some cases may
take the place of certain notes

o Discuss types of notes which increase access and identification
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27 i CORE STANDARD -- 6XX

If applicable, include at least 1-2 subject headings:
0 from recognized list

0 at appropriate level of specificity

Notes:

e The numbers 1-2 are not intended as an upper limit

o Keep in mind that we sometimes apply multiple subject headings when
a subject heading is not established for a single concept. In these
cases, consider submitting a subject heading proposal. The SACO form
is on the PCC homepage

o If the item covers multiple separate subject ideas, which are not co-

extensive with a wider term, continue to use the terms for each subject
idea up to three
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28

CORE STANDARD -- 7XX (OR 246/247)

If applicable:
0 Primary added entry relationships
0 Important title access information

0 Up to full level
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29 : REVISION ISSUES:

Remember guidelines
Dependably usable records
Retrievability and identification

Notes:

o When you revise or look at other catalogers’ PCC records, remember
that catalogers’ judgments may differ and may all be correct. As
professional catalogers, try to judge records objectively, not whether
you might personally have cataloged it in that fashion

e Look at both parts of the guideline test:

0 Would the element be incorrect if it appeared in a full record? And,
0 Does the element enhance retrievability and/or identification?

* Contact the BIBCO liaison listed on the PCC homepage if there are

serious problems with PCC records
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30 '1 COPY CATALOGING ISSUES

Include copy cataloging staff in your BIBCO
implementation

Editing issues

Uniform titles and untraced series

Stress the meaning of the PCC codes

Notes:

o Decide whether core records can be accepted “as is” or need
enhancement. Keep timeliness in mind

o Document any fields which must automatically be added to core record
copy

o Keep in mind that uniform titles and other added entries may be lacking

o Re-check untraced series in the Series Authority File. The series may
now be traced with a SAR or you may need to establish the series to
meet local needs

o Keep in mind that the core standard is flexible and records may vary in
fullness :
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Notes on “Fine
Points of Core . ..”



NOTES ONV EXERCISE: FINE POINTS OF THE CORE RECORD STANDARD
Learning Objective:

After taking this exercise and participating in class discussion, the student will be able to determine
whether a given field in a record falls below, meets, or exceeds the core record minimum standard.

Concepts:

core record standard;
minimum standard;
how minimum standards work in practice.

Notes:

The goal is not so much to see how many the participant gets ‘right’ in the shortest amount of time
as to raise specific points about the core record standard for discussion with the group in the course
of going over the standard.

A tricky point is to get across clearly the differences between X and C+. In these exercises, C+

represents information that is additional to the standard. It is correct information in correct form,

and it exceeds what is called for by the standard. It is OK to be in the record (the cataloger can

always include more) if it is deemed necessary for access (retrieval) or unique identification of the

item. Examples: 043, clarifying notes. On the other hand, X represents a field that does not meet

the core standard. It is below the standard and should not appear in core records. Example: 300
p- Ic cm,, as found in CIP records.

Some questions students can ask themselves to determine which letter to use:

1. Is this field simply wrong or inadequate for the standard?
The field is wrong for the standard: X
The field is right for the standard (meets or exceeds it): C or C+

To decide whether C or C+, ask this follow-up question:

2. If this field were not in the record, would the record meet the core standard?
Without the field, core standard is not met: the field is C
Without the field, core standard is still met: the field is C+

Effective use of exercise:

This exercise may be done a few numbers at a time as part of class discussion of core standard, as
the instructor leads the class through it and deals with fine points. Alternatively, core record
materials may be distributed before the workshop and exercises assigned in open-book style as a
prerequisite assignment, then discussed in class as the core standard is reviewed. This exercise
will be least effective if assigned to be done in class all at once at the end of the core record
discussion.
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After the.exercise:

1
»

The students will be aware of fields that exceed the standard, and wonder if they should bother
with them. Two major factors bear on that decision: unit policy, and cataloger’s judgment. In
either case, specific fields must be addressed on a case by case, item by item basis. Catalogers
must balance needs of access and identification against institutional guidelines and cost of time
spent dwelling on a record. That is, if putting the field in a record enhances access and/or
distinguishes this item from another that is similar, and the field takes little time to deal with, and it
is within institutional guidelines, then it is worth putting in.

Notes on individual numbers:

L. C The ISBN, if on the piece, is recorded in $a to provide a frequently-used access point
from readily available information. That has been done here. It is possible that an ISBN does not appear
on the item and the ISBN assigned to the item has been added later in this record. That action is not
required by the core record standard, but is helpful to increase access.

2. C or C+. Some systems parse certain standard numbers, and if the number does not parse correctly,
the system puts the number (in the case of the 020) in $z. A cataloger attempting to input a number in }a,
because it is on the piece, and finding it placed in }z by the system, has in fact met the spirit of the core
record standard. That is the case meriting a C. Other, more arcane sources of invalid ISBNs may be
imagined; these, on the whole, rate a C+.

3. C+ Only $a is required at the core standard. The reason for including the 020 $a is access
more than bibliographic completeness. More information than called for in the standard may be included if
it is deemed necessary by the cataloger, hence C+.

4,56. C+ The 041 and 043 are not required by the core record standard; they exceed it.

7. C The original French title of the work is given on the title page of the work. The title is
established in the Authority File. This is a case where the uniform title may be readily inferred from the
work in hand and its established form is available in the Authority file.

8-13. C The standard calls for including all applicable elements of the title page transcription.
The title in 8. contains many words, but core standard does not call for abbreviating full cataloging in
applicable areas.

14. X The standard calls for including all applicable elements of the title page transcription and
physical description.

15-17. C The standard calls for including all applicable elements of physical description.

18-20. C Series practice in the core standard is easily stated: if a national series authority record

exists, follow its tracing practice. If no national series authority record exists, and your library chooses to
trace the series, you must create the national authority records for that series. The library has followed LC
tracing policy as expressed on the appropriate series authority records or, for items without national series
authority records, chosen to trace and establish records in the Authority File for the series on the items.

21. C

[etc.]
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NOTES ON SACO SUBJECT AUTHORITY PROPOSALS

SAP-1

Simple single concept for which no subject heading existed for the item

being cataloged. Specificity required a new subject heading rather than assigning the
broader term as the heading on the bibliographic record. References sources cited to
justify the term selected as the heading. ‘

SAP-2
Another simple single concept. Additional reference sources not needed in this case, as a
pattern can be cited.

SAP-3
Example of geographic heading established in the subject authority file. Work cataloged
shows alternative form of name added as a reference. GNS consulted but name not found.

SAP-4
This heading is the broader term on the previous example. All 5xx references must also
be set up in the authority file as authorized headings. No 670s are needed, since it

accompanies the other proposal and they were submitted together. This is what is known
as a “back-door” heading.

SAP-5
Multiple 670s show standard dictionaries were checked, as well as citation of WWW
reference sources.

SAP-6

Heading established for item shown in examples on pages xxx. Classification proposal
was also needed (p. xxx), and base classification number is included in 053 on proposal.
When the Cutter number is assigned by LC, the 053 will be completed. Example also
shows citation of LC database and general Web search engine and a scope note.

SAP-7 ,
History heading with chronological subdivision, justified by the reference sources cited.
First 670 shows one way to indicate diacritics via email.

SAP-8
Heading for a building. Coded as a corporate body but established in the subject authority
file.

SAP-9
Literary genre heading. The pattern justifies the heading.
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LC SUBJECT HEADING GUIDELINES

Memos to mention:

H 40 Library of Congress Subject Authority File

This memo discusses the history of the authority file. Online subject authority records
were implemented in 1986. Remember from NACO training what the meaning of the sh85
in the control numbers means. These are records for headings that were converted in
1985-86 and that many of these records contain reference structures that are unevaluated
and do not have sources found/not found notes.

H 80 The Order of Subject Headings

This memo discusses the order of subject headings. Please note in the BACKGROUND
section the principle of having the classification number usually match the first subject
heading.

H 180 Assigning and Constructing Subject Headings

This memo is generally to be used after you have already determined the subject focus of
the work in hand. Assign headings that summarize the overall content of the work and
provide access to the most important topics. LC’s practice is to assign headings only for
topics that comprise at least 20% of the work. Note that there are certain categories of
materials to which LC assigns no subject headings. Examples include general periodicals,
belles lettres with no identifiable theme or specific form, and some texts of sacred works.

In general, LC’s practice is to assign no more than 10 subject headings to a work with
guidance that generally there be a maximum of 6 subject headings.

Assign subject headings at the appropriate level of specificity. Remember that specificity
is a relative concept—broad subject headings may end up being very specific for a given
work. In general, do not assign headings that represent subtopics instead of or in addition
to a main topic.

The “rule of three” and the “rule of four” are discussed in this memo. You are also given
guidance on multi-element topics. The memo also discusses additional aspects of
headings—place, time, named entities, and form. It goes on to talk about concepts
expressed in titles and how judgment needs to be used.
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This memo offers some specific guidelines but serves only as a general guide. Specific
memos in the SCM must be consulted for most headings.

The section in this memo on constructing subject headings gives examples only. These
examples are not to be taken as “rules” for constructing headings. Appropriate memos in
the SCM must be consulted before constructing a subject heading.

H 184 Subject Headings Identical to Descriptive Access Points

Please note with this memo that you assign subject headings even if these headings
duplicate main or added entries already present in the bibliographic record. This was not
an issue in many card catalogs.

H 187 When to Establish a New Topical Subject Heading

In general you establish a subject heading for a topic that represents a discrete, identifiable
concept when it is first encountered. Except for fictitious character headings (H1610),
you don’t have to wait for several books on a topic to be published before doing so. You
are given guidance on what to do if you have a new topic that is not yet identifiable and
what to do if you are dealing with a newly emerging topic with no consensus on
terminology.

H 193 Changing a Heading or Deleting a Subject Authority Record

This memo details what LC cataloging staff are to do when they are changing or deleting a
subject authority record. I point this memo out basically because it is informative to know
what the LC catalogers are required to do.

H 193.5 Deleted Heading Information

This memo outlines what happens when a subject authority record is deleted. You will see
examples of the use of field 682 from the USMARC Authorities Format.

H 194 Providing for Geographic Subdivision of Existing Subject Headings
This memo primarily pertains to LC cataloging staff but is illustrative of what LC
catalogers are required to do. It also points out that, when we want to make a change to

subdivide a heading geographically, we need to search to find out what LC records may
need to be changed.
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H 195 Changing References in Subject Authority Records

H 196 Changing Classification Numbers in Subject Authority Records

These two memos show what LC catalogers must do when changing references or
classification numbers in authority records.

FOR ALL CHANGES, we follow and provide the information that is asked for on the
“change form” on the LC web.

H 200 Preparation of Subject Heading Proposals
This memo is incredibly important for the preparation of new subject heading proposals.

While this memo deals primarily with what LC catalogers must do, it is quite useful as a
checklist—especially the CONTENTS page. This memo also contains the
information/explanation about what appears on the proposal form on the LC web.

H 202 Authority Research for Subject Heading Proposals

This memo is important for you to read. It discusses what research is necessary for
justification of headings. You may cite LC patterns when creating a proposal; however,
according to this memo only 4 instances actually REQUIRE it. Note that if you are citing
a pattern do not use a heading with a sh85 prefix as an example. Sh85 headings were
input by contractors from cards and may not reflect the use of current SCM memos. It is
best to cite the SCM memo that authorizes the construction of a heading.

It is seldom acceptable to cite your work cataloged as the only source for a subject
heading. For very new concepts, obscure archaeological sites, and/or computer
languages, cite the appropriate memo and in a 675 cite sources searched for likely
justification, e.g., the WWW, archaeological and/or computer dictionaries.
REMEMBER: Even if it is doubtful that you would find the heading, search anyway and
cite the source in a 675. In general other sources appropriate to the subject area must be
consulted and cited to show that you have properly investigated your concept or topic.

There is no general rule regarding how many sources need to be cited. Remember that
you may do extensive research in reference sources to find justification or verification or
variations for your proposed heading. Generally you MUST record this research in field
675 for sources in which you searched but found no information and/or in 670 fields.
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Examples of authority research also appear in this memo. The last page has an authority
research checklist. This list is worth consulting as a reminder when creating a subject
authority record.

H 203 Citation of Sources

This memo provides you with examples of how sources are cited. For example, you are
given instructions on when to include volume and page numbers in your source citation.
Information is also provided on citing telephone calls, GNIS, computer networks, etc.
The final pages (pp. 7-26) provide citation forms for various sources as well as providing
guidance on reference sources that may be used for the broad subject areas. Your are not
required to use nor limited to using sources in this list. Also note that any resource you
consult in your library or on the web is valid to cite if appropriate.

H 364 Authorization for Geographic Subdivision

This memo provides instruction for coding the MARC 21 fixed field 008/06. Remember
that for headings coded 151 the correct coding is “no decision”.

H 370 Broader Terms, Narrower Terms, and Related Terms

Here you are provided with the guiding principles for broader term, narrower term, and
related term references. Many times you can observe these references from looking at
either pattern headings or subject authority records that already exist. I do want to
caution you again about the sh85 records and the fact that the references and headings in
these records may not conform to current practice. I generally look at the last revision
date on this memo to determine whether the record I am looking at as a pattern follows
the current practice.

H 371 General See Also References

These references appear in authority records as field 360. They may contain information
telling the user to see also specific headings from a general heading (for example, Tools
see also individual tools, e.g. Files and rasps; Saws), or they may contain information
telling the user to see also a subdivision (for example, Patents see also subdivision
Patents under disciplines and under types of articles patented). Current LC practice
is to make specific broader term references whenever possible. Existing general see also
references may be retained until the entire hierarchy (i.e., putting all appropriate broader
terms in all related records) is completed or may be retained under the specific provisions
as outlined in this memo.
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H 373 “Used for” References

This particular memo provides you with guidance on the type of references that are
normally supplied in subject authority records.

H374 General See References

These references appear as 260 fields in subject authority records. A subject authority
record with a 260 field in it is never an authorized heading (i.e., these are always reference
records). These records may contain information about variant spellings (for example,
Catalogue vs. Catalog), variant usages (Ecuadoran See subject headings beginning with or
qualified by the word Ecuadorian, e.g. Ecuadorian literature, Art, Ecuadorian), or about
subdivisions (Amateurs’ manuals see subdivision Amateurs’ manuals under technical
topics).

Caution must be used when viewing these records online. It is not safe to assume that a
subdivision of the type Amateurs’ manuals is automatically a free-floating subdivision.
Appropriate memos for free-floating subdivisions must be checked.

H 375 [Topicl—{Place] Broader Term References

In many instances broader term references are made. I want to make sure that when you
are constructing a broader term reference of this type, you divide the generic heading only
by the name of the country or first order political division in the case of the U.S., Canada,
and Great Britain.

Example: Stanton Hall (Natchez, Miss.)
Dwellings—Mississippi

This memo gives one general guidance on these references and is to be used in conjunction
with the appropriate memo(s) for example on Buildings.

H 400 Scope Notes

Scope notes appear in subject authority records as field 680. This memo tells you when
scope notes are made. Scope notes may be for users of the catalog as well as for
catalogers. They may tell you when to use a heading as well as whether a heading serves
as a pattern heading.
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H 432 Subject Usage Information in Name Authority Records

This is the place where you find instructions for adding a 667 to name authority records.
This particularly occurs with jurisdictions that have changed name, but it can occur with
other types of headings as well (for example, Musee du Louvre).

H 460 Name Changes in Non-Jurisdictional Corporate Bodies

This instruction sheet provides guidelines in selecting which heading to use when
cataloging a work about a non-jurisdictional corporate body that has had a change of
name. You assign as a subject heading the name used by the body during the latest period
covered by the work being cataloged. You do not assign every name associated with a
corporate body. A work that is historical in nature though may require assignment of
more than one name of the body if all names appear prominently.

H 475 Subdividing Corporate Name Headings by Place

I want to point our here that there are types of corporate bodies that are appropriate to be
subdivided geographically. Not all corporate bodies are subdivided geographically. For
the most common use of this is for religious institutions (e.g., Catholic Church).

H 620 Chronological Headings and Subdivisions

This memo gives you guidance on headings and subdivisions that are chronological. This
is where you find information on methods of expressing chronological focus in subject
headings. Again, this is a general memo and must be used in conjunction with the
appropriate free-floating lists and instructions on specific types of headings.

H 690-1055 Geographic Headings

There are quite a few memos dealing with geographic headings. H690 discusses the
formulation of geographic headings and specifies the difference between
political/jurisdictional headings and non-jurisdictional geographic names. You are given
instructions on what to do with initial articles, what to do with abbreviations, and what
references are appropriate. -

H 708 provides further detail on the 667 note for subject usage in jurisdictional changes.
H710 gives you guidance on what to do with jurisdictional mergers and splits. Here is

where you find information on splits such as Czechoslovakia into Czech Republic and
Slovakia.
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H713 talks about the first order political divisions of countries. Here you find “simple”
first order political divisions (the most common). You also see what to do when talking
about political divisions collectively (for example, Sales tax $z United States $x States).

H715 deals with extinct cities.

H720 deals with city sections. Here you find what to do when you need to use or
establish a city section. The reference structure is detailed as well as what to do with
subdivisions. You may not subdivide geographically to the city section level.

Example: Minorities $z Massachusetts $z Boston
North End (Boston, Mass.)

H760 discusses geographic regions. Guidance is given on when “Region” is free-floating
and how to use “Region” with various types of headings. You will also find information
on headings such as “California, Southern” and how to use this in geographic subdivision.

H780 discusses areas associated with cities. This is where the information on
metropolitan areas, suburban areas, and city regions is found.

HS800 deals with rivers, valleys and watersheds. Here are specific instructions for
formulating headings of these types and for qualifying these headings. For example, you
will find here how to qualify headings for rivers that are in one or more than one
jurisdiction. You will also find information on the reference structure for these headings.

H807 discusses islands. You will find instructions here on how to qualify islands as well
as how to choose the name of the island.

H810 is on the qualification of geographic headings. This memo deals with the form and
construction of the qualifiers only—it does not discuss the choice of heading. Here you
find what level of jurisdiction to qualify with. So, the exceptions (Australia, Canada,
Great Britain, Malaysia, the United States, and Yugoslavia) are covered here.

H830 provides information on geographic subdivision of subject headings and talks about
direct vs. indirect subdivision. So, Taxation $z California $z San Francisco is an
example of indirect subdivision while Taxation $z Washington (D.C.) is an example of
direct subdivision. Canada, Great Britain and the United States are the exceptions
employed for indirect subdivision practice. So, for the United States you go to the state
level first (except for Washington (D.C.)). The cities that are exceptions are as mentioned
Washington (D.C.) and Jerusalem.

This memo also discusses when you “drop” qualifiers. For example, the heading for
Seattle is Seattle (Wash.) but in indirect subdivision the string becomes $z Washington
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$z Seattle. Here you are also given guidance on when to subdivide geographically when
the heading you have already contains a place name. For example, the heading Coins,
Greek may be subdivided geographically, but the string Coins, Greek $z Greece is not
valid, but the string Coins, Greek $z Greece $z Athens is valid.

H832 is the infamous memo dealing with the “city flip”. The city flip as it is/was called
refers to the old practice in LCSH of not subdividing certain types of headings
geographically to the city level. For example (under the old practice) we had: Fountains
(Indirect) see also subdivision Fountains under names of cities. Thus, for a book
about fountains in Los Angeles under old practice we had two subject headings:

Fountains $z California
Los Angeles (Calif.) $x Fountains

Under the new practice, we can geographically subdivide fountains to the city level. So,
the same book cataloged under current practice would only have one heading:

Fountains $z California $z Los Angeles
H832 contains a list of the headings involved in the city flip.

H835 gives you information on subdivision practice for geographic names established as
names. Tahitiis an example of this.

H836 (Authorization for Geographic Subdivision). This memo is new (issued in August
1999) and provides information on when and how to add a 781 field to a geographic place
name heading. Samoan Islands is an example of this.

H860 & 870 discuss subdividing free-floating subdivisions geographically and the
interposition of geographic subdivisions. This is where you find the information on where
to place the geographic subdivision in a subject string. So, if you have a main heading that
is subdivided geographically and a subdivision used in combination with that main heading
that is also subdivided geographically, the geographic subdivision is placed after the last
subdivision that is authorized for geographic subdivision. For example, you have:

Main heading: Children (May Subd Geog)
Subdivision: Services for (May Subd Geog)

If you have a book on services for children in the United States, your heading becomes:

Children $x Services for $z United States
NOT Children $z United States $x Services for
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H910 is where you find what to do with a place as a theme in art, literature, motion
pictures, etc.

H925-1055 give you guidance on the use of specific places (usually troublesome) in
subject headings. There are individual memos on China/Taiwan, the Congo, Germany,
Great Britain, Hawaii, Hong Kong (China), Jerusalem with the Gaza Strip, the Golan
Heights, the West Bank and Palestine, Latin America, New York (N.Y.), the Soviet
Union, Vatican City, Washington (D.C.), and Yugoslavia.

H 1075- LCSH Subdivisions

Subdivisions are used to combine various aspects of a topic into one heading and to
arrange entries that share the same main heading in a file.

There are four types of subdivisions:

Topical
Geographic
Chronological
Form

Topical subdivisions are used under headings of all types to limit the concept expressed
by the heading to a subtopic. Many topical subdivisions represent actions, attributes or
aspects. Subdivisions are generally preferred over phrase headings for subtopics or
aspects that may repeatedly appear in association with a variety of topics or entities.

Geographic subdivisions indicate the geographic area to which treatment of a topic is
limited. They may indicate where something is located or where something is from
depending on the topic.

Chronological or period subdivisions indicate time periods covered in the contents of a
work. They are usually associated with the historical treatment of a topic and are
established or used under topics after the subdivision “History”. There are certain topics
and subdivisions that LC considers historical in nature and do not require that the
subdivision “History” be interposed before the chronological period. The subdivision
“Social conditions” is an example of this. Social conditions may be further subdivided by
“century” subdivisions or by specific chronological subdivisions if established and
authorized.

Form subdivisions indicate what the item is rather than what it is about. The most
frequently used form subdivisions, such as Bibliography or Periodicals, may be used with
all types of main headings and other subdivisions. Some form subdivisions may also be
used as topical subdivisions for works about those specific forms. Generally, a form
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subdivision is the final element in a subject heading string. Occasionally one may find that
two form subdivisions are needed to indicate form. For example, Technology $v
Bibliography $v Periodicals is such a combination.

There are two basic orders for combining headings with subdivisions to form subject
heading strings—|place]—{topic] and [topic|—{place]

651 _0 $a [place] $x [topic] $y [chronological period] $v [form] with
variations on the combinations

650 _0 $a [topic] $z [place] $x [topic] Sy [chronological period] $v [form] OR
650 _0 $a [topic] $x [topic] $z [place] Sy [chronological period] $v [form]

H1146 Subdivisions Controlled by Pattern Headings

This is where you find the pattern headings; however, caution must be used with these
headings. Be aware that free-floating subdivisions that are listed on H1095 are not usually
established in the subject authority file under pattern headings. However, some general
free-floating topical and form subdivisions are established under individual pattern
headings if they represent an important topic or type of material relevant to the category,
or if they are cited as examples in general see also references or general see references.
Free-floating form and topical subdivisions of general application are not repeated on
separate lists of free-floating subdivisions controlled by pattern headings.
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NOTES ON LCSH AUTHORITY RECORD CHANGE PROPOSALS

LCSH-1
Simple proposal to add classification range to an existing authority record.

LCSH-2

Proposal to add cross references based on information found in an item being cataloged.
Note the title of the work cited. The addition of the reference Old Occitan language will
make it easier for library users and catalogers to find the-authorized subject heading.

LCSH-3

Proposal to change the authorized form of a subject heading as well as adding additional
cross references. In this case, a standard common name is established, and thus is
preferred as the heading to the scientific name. The work being cataloged and the
reference sources are all consistent about which common name is standard.

LCSH-4
Simple addition of variant geographic names based on reference source consulted.

LCSH-5

Based on reference source consulted it was discovered that a broader term should be
added to the existing authority record.

LCSH-6 & 7

Shows addition of cross references to one existing heading and the same broader topical
term to two.

LCSH-8
Shows additional cross references and the deletion of an inappropriate reference.

LCSH-9

Users or catalogers searching the authority file for “Riverflow” or “River flow” would not
be referred to the authorized heading without the addition of the cross references. The
cross references are justified by the work being cataloged, cited in the 670.
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NOTES ON LC CLASSIFICATION PROPOSALS

LCCP-1
Simple whole number proposal, with the anchor point above.

LCCP-2
Simple whole number proposal, with the anchor point below. -

LCCP-3,4 &5
Classification number already exists, but a Cutter is needed for a topic. The Cutter letter
is given in the proposal. LC will supply the Cutter number.

LCCP-6
Simple proposal for a classification number that has a decimal number, showing the
anchor point for the new number. The .3 is somewhat arbitrary, but is based on what else

exists in that area of the schedule and on the amount of room deemed necessary to fit in
other future numbers.

LCCP-7
Simple decimal proposal, but with an explanatory caption to help catalogers.

LCCP-8

Complex decimal proposal for the subject Air pollution—Study and teaching, based on
existing pattern elsewhere in the TD schedule. The anchor used here is below the
proposed number in the schedule. Note that only one of these numbers would be needed
for the work being cataloged, but the proposal is made to include other numbers that
might be needed for other geographic places, based on “Study and teaching” patterns
established throughout the LC schedules.

LCCP-9
Classification numbers fit in among existing numbers, showing anchors above and below.
Only the number for “Computer network resources” is needed for the work being

cataloged, but, based on patterns elsewhere, a number is also proposed for “Information
services”.

LCCP-10

Proposal to change an existing caption and to add a reference to the correct classification
number. In this case, the cataloger decided that a new number isn’t needed for
“Zoonoses”, but that Z6675.A54 should be used. The proposal adds “Zoonoses” to the
caption for .A54 and then provides a reference where Z6675.Z for it would be if it had its
own number. The asterisk indicates that an existing line is being changed and the
parenthetic instruction explains what is required. The bracketed ellipses indicate that a
section of the schedule has been omitted from the text of the proposal because it is
unaffected by the proposed change or addition.
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LCCP-11

The proposal illustrates how to propose a correction to a misspelling or typographical
error found in the classification schedule. Only the correct new spelling is needed, along
with the parenthetical note explaining what change is being made.

LCCP-12

Proposal to invalidate existing numbers and refer the user to some other place in the
schedule. The changed lines are asterisked, parentheses are placed around the invalidated
number or Cutter, and a see reference is added to the caption. Parenthetical instructions
explain what is required. In this case, it has been discovered that two families of fish are
no longer considered valid, and that the current correct classification for them is
somewhere else in the schedule.
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